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INTRODUCTION

WEBDOCS or the Web Enabled Document Conversion System is a World Wide Web (WWW)
based system that DRMOs use to upload and save scanned 1348 documents (and associated
documentation), as well as retrieve and view stored images and data.

The DRMS generating activity customers (a.k.a. generators) may use the system to retrieve turn-

in documentation. This manual provides an overview of the directions for retrieval of
documentation from the system.
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IMAGE DATA RETRIEVAL

The image retrieval function provides the user with a variety of methods to retrieve document
images from WEBDOCS. We recommend the user enter as much information as possible when
retrieving documents. A minimum entry of three characters is required in any field.

Users may retrieve documentation by entering information in at least one of the following key
fields: DTID, Julian Date, NSN, Generator RIC or UCN. Entering information in multiple key
fields will narrow the search results.

Section 1.1  Searching for Document Images

1. From the WEBDOCS Main Menu (http://www.drms.dla.mil/web docs/generatorindex.html),
click the Image Data Retrieval button. The Image Retrieval displays (Figure 1, below).

2. Enter information for document retrieval in appropriate search field boxes.
Note: Documents cannot be retrieved by using the DRMO RIC key alone. If no matches
are found for a DTID and a RIC was entered in the search field, delete the RIC information and

try the search again. If a more comprehensive search is desired, use the Advanced Retrieval
Search Form (see page 7 directions).

3. Click the Display Results button. Note: the Reset button may be used to clear information
from the fields.

"EWEHDDES Image Retrieval - Microsoft Internet Explorer _l& 5I
Fle Edt Vew Favortes Tooks Help ﬁ

Gdack + =+ (@ 4] A (Favorites @veda By S
Address [] hetpsifjown drms.da.mihtbin/Web_Docs{Retrieveretrieve.pl =] P

Links &]Best of the Web  &]Customize Links @&]DRMS  &]Free Hotmal  &]Magic €] Microsoft  &]Phane Directory & |Product News & ]ReaPlayer &]Techweb &) Today's Links

WEB DOCS

Image Retrieval

Enter as much information as possible into the key fields A minimum of three characters must be entered in one of the following fields: DTID), Tulian Date, NS,
Generator RIC or Unicue Control Humber.

DRMO-RIC

DTID |FE440040360037

Julian Date l_
NSN

Generator RIC l—
TUnigue Control Number

I Check to restrict results to cover documents only

Display Results Clear

Advanced Retrieval Form |

Help Return to Main heny
i
] [ B @ trusted sites
i Start ”J Inbux - Microsoft Outlook | M\cmsoft PowerPoint - [j6.. | @WEH DOCS Image Retr... webdocs retrieve doc - M., I |5®%¢ Fa @E) &4 E% 12:20 PM
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Section 1.2  Viewing Retrieval Results

Based on the search information entered in the field(s) (Figure 1, page 4), the application will
display a list of matching documents (Figure 2, below).

To view an image, click either Show Image button or the [VIEW] link description list. The
image and indexing data will display (Figure 3, next page)
LI
File Edit “ew Favorites Tooks Help

Gdack + = - @D 4] A EFavorites Pveda By S
Address [ ] hitps: v drms dia.mijhtbinweb_DocsiRetrieve/retricve.pl =] @eo

Links &]Best of the Web  &]Customize Links @&]DRMS  &]Free Hotmal  &]Magic €] Microsoft  &]Phane Directory & |Product News & ]ReaPlayer &]Techweb &) Today's Links

WEB DOCS

Image Retrieval Results

Matches for:

DTID: 'FE440040360037,
1 term used

'SJ&D“’ DRMO-RIC: SQ3L, DTID: FE440040360037, [VIEW
Tmage " NSI: 4720014493633, Generator RIC: blank field, Unique Control Number: blank field

1 matched.
Help Return to MMam IMeny
i
[&] Done [ B @ trusted sites
i Start ”J Inbux - Microsoft Outlook | M\cmsoft PowerPoint - [j6.. | @WEH DOCS Image Retr... webdocs retrieve doc - M., I |5®%¢ Fa @E) &4 E% 12:21 M

Note: If there are more than 10 records that match the search criteria, the system will show the
first 10 matches of the search criteria and display the total number of matches found.
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Section 1.2  Viewing Retrieval Results, continued

Figure 3, below, shows an example of the “View Image” screen. The information at the top of
the screen shows the indexing fields. Use the scroll bar on the right and bottom of the image to
view the document. If the bottom scroll bar is not visible, use the browser scroll bar to view the
lower part of the screen. From this screen, users may also create a PDF or download an image.

For printing, we recommend that users generate a PDF. The PDF file recreates the image in the
exact size of the original document. Printing from the “View Image” screen will produce
unacceptable results. Adobe is required to view the PDF.

is]x]
File Edt Wiew Favorikes Tools  Help ﬁ
sk - =+ - D | Garavortes @iveda B S
Address |’§"| hittps: { fuses. drms. dla, milfhitbinweh_Docs{Retrisve/retrisve pl7action=show@sys_RECORD_ID=4019587 j PEn
Links (&]Best of the Web @] Customize Links  (&|DRMS @& |Free Hotmall @] Magic @ |Microsoft  @]Phane Directory (@& Product News (& RealPlayer 4] Tectweb (€] Today's Links
WEB DOCS

View Image

DRMO-RIC: SO3L

DTID: FE440040360037 PAGE: 1

INSN: 4720014493633

Entry Date: 04/05/2004

Disposition Date: 11/01/2007

Generator RIC: blank field

Disposition Type: Standard Property- 3 years

TECN: blank field
Cliclchere to generate a pdfl
Download the [MAGE i 4
ARARE RSN EEEEEEENEEERFEREEEREEEERREREEERE HAE IIUEJ
DI Rl UL QUANTITY 3 SUPPLE- |s El _?]l:‘?_’ 5281'_ E E EE )B RI Asle
R R L A I R
S5JDGD _EA 1 8G4270Q 154 NAN H 5%
230NN Y 0 T AR A AL ?
€] 1mage loaded. [ ]| [ rusted sites
flistart|| | [{S]mbox - Microsoft outlook | [E]Microsoft owerpoint - (6., | [ & WEB DOCS View Image... Bwebdocs ratrieve.doc - .. [E2@aa i d 12esm
FIGURE 3
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Section 1.3  Advanced Retrieval

Users experiencing difficulty locating an image with the standard retrieval search may find the
Advanced Retrieval form helpful. Use this search when only minimal information about a
document is available (partial/incomplete DTID, NSN, or UCN). This search is also useful for
identifying documents that meet a specific date range criteria.

When using Advanced Retrieval, enter as much information about the document as possible.

1. From the Image Retrieval Search screen (Figure 1, Page 4), click the Advanced Retrieval

Form button. The Advanced Retrieval form displays (Figure 4, below)

2. Enter search criteria in appropriate key fields.

Note: Check the box to the left of the field to show those results in the match list. If no
boxes are checked, the system will return DRMO RIC, DTID, and Page header information only.
3. Next, click the Display Results button to begin the search and display the match list. The

Clear button may be used to erase all data entered in key fields.

I8l
File Edit View Favorites Tools  Help
GBack ~ = - Q) [@] 4| GFavortes Fiveda BN S
Address [{€] https: ffwww.drms.dia, miljhtbin/Web_Docs(Retrisveretrisve.pl | @
Links {&]Best of the Web & ]Customize Links 4 |DRMS  @&|Fres Hotmail (&|Magic &|Microsoft &]Phons Directory & |Product News & |RealPlayer & |Techweb & ]Today's Links
=
WEB DOCS

Advanced Retrieval

Display Results Clear

Check the box on the left to show field in your results. Fill in or checl the appropriate info to define your search,
1. DRMO-RIC

2. DTID

3. DODAAC

4 JulianDate|

5. Serial Numhber

7 6. NSN

rEsc]

8. NIIN

9. Entry Date (MM/DD/Y Y YY) Starting Entry Date Ending Entry Date I
" 10. Generator RIC l—

[T 11. Disposition Type |\gnore =l

™ 12. Unique Control Number

Sorthy: = Unsorted © DTID ¢ MSH € Entry Date © Creation Order

Display Results Clear

Help Retumn to Ifain Tienn
=
[&] pone [ |8 @ Trusted sites

#hstart ||J [} nbox - Micrasoft Outlook. | [ Microsoft PowerPoint - 6. | £ WEB DOCS Advanced R... B]webdacs retrieve.dac - Hi., | |5®%‘ @ BTk zizm

FIGURE 4
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Section 1.4  Printing Image Files

The system allows the user to create a PDF file. This also allows the user to print the image.
These PDF files may be quite sizeable. Adobe Acrobat Reader is required. Acrobat Reader is
available free and may be download from the Adobe website.

1. Begin from the “View Image” screen. This means the image is displayed on the screen with
the indexing fields (Figure 3, page 6). Click the link, “Click here to generate a PDF”, and the
system will generate a PDF.

2. When the PDF file is processed, another link containing the file name will appear on the
screen, underlined in blue.

3. Click on the filename link. Adobe Acrobat Reader will launch (if you have it installed) and
the image will display on the screen (see Figure 5, below)

4. To print the document, click the icon that looks like a printer.

5. Complete directions for Adobe Acrobat functions can be found within the software’s help
files. http://www.adobe.com

B2 Adobe crobat Professional - [88-FB4406002T10516-1-561292[1].pdf - Linked File] TS|
) Fle Edt ¥ew Document Tools Advanced Window Help 18] x|
P Bopen @ sae (et @ Emal @ serch |; T creste poF ‘1—‘ Rewew&cummem‘ ) seowe + A sin - [ ] Advanced Editing -

i = Note Tool F, TextEits - & - - ‘ = show -

FIT;eleclTextv;lj| & -] D,i(aﬂﬂl - ®|91 FLaE

| HowTo.? -

Document Page: 1

DRMO RIC: SY5A DTID: FB4406002710516

NSN: 1560006521147LG

Entry Date: 02/06/2001 Generaror RIC:

Disposition Date: 10/01/2005 Disposition Type: DEMIL- 4 years

1 |2[3}a

85

A

B Eﬂﬂﬂﬂﬂm S

SZ3SE

\‘IIIIIIIIHUIIWIIIIIIIIEIHIMIIIW s ;4;7-;:—

*FB446002710516 *

__ SE LOC: NO WHSE 1LOC /7/

I pages | Layers | Signatures f] Bookmarks

¢ IR

*1560005521147[&*

WMIIIIIIWMIIMIIWIWIIHIIIIIWIWWIIIWII

*DUJEAOOOQ0LIHO010220468*

™ MWIIIIIHIIMIIWIIIIHI

*DUJO002EKZ *

£ NCLASSIFIED UNSERV BAL = 0 TAC: F'JGS SHIP ‘TO ADDRESS
z 1365QE02715781 CONDEMNED VEH  COMSONENES  3DEMILITARIS
§ N/SIEIEH HAEASEEBB“ ME%EPLISHED Rs%nwgl’%los 2 %ggksoﬁ%[gngg'l*ggg%éﬁﬂﬁ
e o BA o
£ 0 0
*0027104152* 002 -
DD FoRH 1308-14, JUN B8 TSSUE RELEASE/RECEIFT QOCLHENT
_ A -
BSxilin 4| :
T 1o 100 [al
ghstart ||| [Efibox - vicrosoft o... | [E]icrasoft Pawerpain...| &1wEB DOCS POF Do... | Efjwebdocs retrieve.d... |[fadobe acrobatpr.. |82 @0 IFaBM 222
FIGURE 5
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Section 1.5 Downloading Image Files

The system allows the user to download the file to their personal computer.
1. Begin from the “View Image” screen. This means the image is displayed on the screen with
the indexing fields (Figure 3, page 6). Click the link in “Download the Image”, and the
system will display a File Download box (Figure 6, below) .

2. Follow the directions in the File Download box to save the image on the local PC.

; WEB DOCS Yiew Image - Microsoft

=18] x|
Fle Edt View Favories Tooks Help [ # |
GBack + v @ [2) & | GFavorites @eda B S
Address I’é] htkps: f fumi, dems. dia. milfhtbin/web_DocsiRetrieve/retrieve plfaction=showiSYS_RECORD_ID=561202

| e
Links {&]Best of the Web @] Customize Links & |DRMS 4&]Fres Hotmall @] Magic & |Microsoft  &]Phone Directory & |Product News  &|RealPlayer & Techweb & ] Today's Links »
DTID: FE4406002710515 PAGE: 1 =
NSN: 1560006521147LG

Entry Date: 02/06/2001

Disposition Date: 10/01/2005

Generator RIC: blarl field

Disposition Type: DEMIL- 4 years

TEN, blak fott zn
Sl Ul Some files an ham your computer. | the fil infomation below
Dowmload the IMAGE looks suspicious. or you do not fully tust the source. do not open or
- save this file. N
File name:  showblob tif .
File type:  Image Document .
1|e]s]a]s|s7] [2[2]2 A ARABEEARRAHREE
d]4]5 Fram v dims. dlamil ol1]zlal4lsls|7)ale|o]1]2]:
Doc | _ A M| [ 1]¢ This yps ol & cantai *
wpe of file could harm vour computer if it contains
IDENT| FAOM& | 1N 8 D Theyrecife ER E 6 Al 2 M
13 | i
Would you like to open the file or save it bo your computer? .
E 5 IE“ 7 E E D open  |[ Sae | Caneel | Moeiio | '
[¥ | lwavs ask before opering this vpe of file lSA-O-N-BH-_H_

e e

N AT e - ﬁgﬁ;

b
*FB446002710516 *
‘ SO w—

Help

Retorn to Mam Menu | |

,_ ,_,_ 8 Trusted stes
#Rstart || [ mbox - Mirasaft ou... | [E]Microsoft Powerpoint. .. | [ WEB DOCS View Im... BFjwebdocs retrieve.da... | [ dabe Acrobat Profe. .| (B@feo mE zmm

FIGURE 6

é Statt downloading From site! htkp: /v, drms. dla.milf serviet/showblob fid=S61292
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